FORT BRAGG UNIFIED SCHOOL DISTRICT

JOB DESCRIPTION -COORDINATOR, STATE PRESCHOOL 


DEFINITION

Plan and implement a developmentally appropriate, comprehensive preschool program utilizing State Standards in collaboration with the Special Education Preschool program.

SUPERVISION RECEIVED AND EXERCISED

Receives supervision from site principal.  Exercises supervision over classroom instructional assistant.

EXAMPLES OF DUTIES –May include, but are not limited to, the following:

· Plan curriculum in cooperation with assistant and Special Ed staff based on the needs and interests of each child as well as on the designated themes of the month, and the academic goals of the program.
· Implement curriculum through team teaching with assistants and Special Ed staff, including:
· Planning and leading Circle Time and Small Groups. 
· Structuring environment both indoors and out, to support and enhance children’s learning. 
· Teaching children individually and in groups during work time. 

· Working individually and in small groups with particular children to meet their IEP goals. 

· Sharing in staff rotation of 1-on -1 with children with special needs.
· Advertise program and do necessary PR to assure the program enrollment is maintained and the neediest families are being served.
· Enroll children from low and moderate income families.

· At intake, interview families, complete intake forms and establish parental concerns and goals for children. 

· Develop a positive relationship with parents which will allow for the development of a partnership between home and school. 

· Refer children for CHDP exam upon enrollment and review with parents their responsibility for follow through with CHDP exam recommendations until all are completed. 
· Assess developmental level of children using input from parents, classroom observations, and direct skills based assessments. 

· Refer children for special services if need indicated by parents or from assessments or from interaction with the child in the program. 
· Consult with Special Ed staff and psychologist as appropriate concerning needs of individual children and develop plans to meet those needs. 

· Participate in IEP meetings for children in State Preschool program. 

· Assess individual progress using written anecdotal observations of children and the State adopted tool, and with input from parents. 

· Conference with parents regarding child’s progress in school and any concerns the parents might have not less than two times per year.
EXAMPLES OF DUTIES-(continued)
· Plan and implement parent meetings and parent involvement activities in collaboration with Special Ed staff. 

· Refer parents to parenting classes and other educational opportunities for adults. 

· Enlist, train and supervise parent volunteers. 

· Assure that needs and concerns of Spanish speaking parents are being met. 

· Work with licensing agency to meet all licensing requirements.
· Maintain all paperwork required by licensing, the state preschool consortium, the State, and the school district.
· Plan and facilitate staff meetings in cooperation with Special Ed teachers. 

· Promote communication within the site and provide leadership in managing conflicts. 

· Plan or arrange for in-service activities for state preschool and blended preschool staff in collaboration with Special Ed staff.
· Budget discretionary portion of State Preschool funds under supervision of the principal. 

· Assess classroom needs and order appropriate learning materials, equipment and supplies. 

· Maintain supplies in effective working order. 

· Assure that building and equipment is maintained in safe working order. 

· Participate in State Preschool Consortium Planning council / teacher support group. 

· Participate in annual peer review of State Preschool consortium, including completion of a comprehensive self review using the appointed rating scale. 

· Coordinate community outreach activities and ensure these activities take place.  With other site staff, recruit children for the program from the local community. 

MINIMUM QUALIFICATIONS

Possession of Child Development Division Site Supervisor Permit.  Certificate renewal requirements: 105 hours of professional growth for 5 year renewal.

Educational Requirements:  AA (or 60 units) with 24 ECE/CD units (including core); + 6 units administration + 2 units adult supervision.   Or BA or higher with12 units of ECE + 3 semester units of supervised field experience in ECE setting.  Or elementary teaching credential w/ 12 units of ECE, +3 units supervised field experience in ECE setting. Or CTC approved training.
Knowledge of:

· Site licensing requirements.
· State Preschool funding terms, conditions and program requirements.
· Principles and practices of early childhood education/child development.
Knowledge of: (continued)

· Community resources.
· Appropriate and current assessment tools and procedures.
· Signs of early disabling conditions and when a referral to Special Education is appropriate.
· How cultural differences influence who a child is.
· Methods by which to learn about differing cultural beliefs and practices.
· Preschool and kindergarten State standards for curriculum.
Ability to:

· Be flexible in order to change and modify and align curriculum to coordinate with State standards for preschool and kindergarten preparedness.
· Change with the program to conform with the needs of the district and community, and with State and Federal law.
· Maintain confidentiality at all times.
· Write and speak with proficiency in English.
· Promote communication within the site and provide leadership in managing conflicts.
· Use a computer for word processing and internet reporting requirements.
· Relate well to young children, as well as with their parents and other adults from a variety of cultural backgrounds.
· Demonstrate good leadership skills.
· Demonstrate good time management skills.
· Prepare and maintain records and reports.
· Work as a member of a team as well as independently.
· Work flexible hours, including evenings as needed.
Experience, Education and Training

Experience:

350 days of 3 or more hours per day in a preschool setting within 4 years, including at least 100 days of supervising adults

Training:

See examples of duties and minimum qualifications.

Special Requirements
· Some positions in this class may be require possession of a valid California driver’s license and a good driving record verified by a DMV printout and proof of personal automobile insurance.
· Must possess and maintain Infant/Child CPR certification or express a willingness to obtain upon employment.
· Must possess and maintain Infant/Child First Aid certification or express a willingness to obtain upon employment.
· Must successfully complete pre-employment physical and T.B. clearance at time of employment and periodically as required.
· Must pass Criminal Record clearance and Child Abuse Index check at time of employment.
Physical Requirements

· Ability to exert 50 pounds of force frequently to lift, carry, push, pull or otherwise move objects.

· Ability to stoop, climb, stand for long periods of time and perform physical labor, physical mobility and stamina to participate in activities which may be strenuous. 
Reasonable accommodation may be made to enable a person with a disability to perform the essential functions of the job.
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